JEFFERSON LAB
Travel Authorization System

Instructional Demonstration



WEB BASED TRAVEL AUTHORIZATION SYSTEM

There are 112 pending trips ed as th ater than today.

Thereare 1 9 trips with errors, U are for which you are the creator.

New travel authorization

Edit travel authorization

Error Check

Trip Reports

DOE or NON-DOE Sponsored Conference List
Popular Trips

Project/Org Report

Unused tickets

Help (Tutorial)

0. Who can add people in JList

B PN & 4 & N



Jefferson Lab Travel Authorization

Traveler: Kinsey-Q'Neal, Carol 1
Citizenship: USA
Jefferson Lab Traskel Authorization

Type last name of traveler and select from the . [partial accepted)

Change Tr

» U 45-005: Travel Emoloves Local W ADD POA,
Jefferson Lab Travel Authorization
Type last name of traveler and select from the CIS list.

- v v | 45005 Travel Employ

Pwipose

Begin Date

Travel Requirements Traveler

Personal Vehicle * 0.485 per mile . Wileage Cast: $0.00

Traveler: Bennett, Martha 1
Citizenship: USA

Begin Date

ale
United States of America & City / Region | NEWFORT



TRIP #
30532006001

$022006001

ARCHIVE

DELETE
8012006002

8012006003

v]anD ([ Go |
DATE COST TRAVELFR
$ 10-Dec-2005  §1,955.50 m | Fraites, Tanya Gaye N
aining (Fundamenta Finance

_ADDENDUM ) | MANHATTAN 10-

01-Nov-2005

$ 26-0ct-2005

ADDENDUM | |

VIE 3 -£-2005 $289.50 cop'r ) Daniel, Gloria J

1 CHARLOTTESVILLE
4 Trips TOTAL  $4,393.10

EDITED BY

SUBMITTED

SUBMITTED




—_— o,
13-Nov-2003 §466.20 . copy jcreech,

Clonstance
ARCHIVE

DELETE | ' 1 MORFOLE 13-Mawe-2003 A Attend Women's Conference




04-Nov2003  $25900 . CoOPy jSiesiried,

1 NEWPORT

_ADDENDUM |




8012006003

12-0ct2005  §28950 oy ) Daniel, Gloria J CANCELED

1 CHARLOTTESVILLE -2005 Do of canceled trip Jingey



Travel Authorization System

Completing the form on-line



TA Form Sections

= Header

= Estimated Expenses

= Prepayments/Deposits
= Summary



HEADER

Jefferson Lab -

MIS | STAFF SEARCH | CCHELP | MY PAGE | JLAB

Jefferson Lab Travel Authorization

Traveler: Torres, Melissa EHANSE ) 1in number 3012004003 DEST.: 1 of 1 <2

enz. Julie

A00 FOA,




HEADER

Jefferson Lab -

MIS | STAFF SEARCH | CCHELP | MY PAGE | JLAB

Jefferson Lab Travel Authorization

Traveler: Torres, Melissa EHANSE ) 1in number 3012004003 DEST.: 1 of 1 <2

enz. Julie

A00 FOA,




HEADER

Jefferson Lab -

MIS | STAFF SEARCH | CCHELP | MY PAGE | JLAB

Jefferson Lab Travel Authorization

Traveler: Torres, Melissa EHANSE ) 1in number 3012004003 DEST.: 1 of 1 <2

enz. Julie

A00 FOA,




/ Region |
w | CONF | NOM DOE - M
Conference Info
Conference Title: a0 ac
Conf Begin Date: | | Conf End Date:
City of conference: | |
Sponsor: {Inst., Org, Agency) Ho ACRO
Conference Obje Focus:
Reason for Attending:
itle of Tallt (if Jnown):
Conference Website: |hitp://
Travel Requirements

Perronal Vehicle * 0485 per mile
I Y=

<= 125 Miles £ 12Hourzs  » | CONF | MOM DOE -MOT :-r!.:rF'E B
Conference Info '
Conference Title: @10 acromynIs
Conf Begin Date: | | Conf End Date:
City of conference: |
Sponsor: (Inst., Org, Agency) (10 ACRONYME)
Conference Objective / Focus:

Reason for Attending:

itle of Tall: ¢if known):

Conference Website: |http:// MCCLELLA
Travel Requirements JLAB MERCED

veler
kILL
Personal Vehicle * 0,485 per mile 0D k4 _ —

http://www.naco.org/Template.cfm?Section=Data_and Demographics&T
emplate=/cffiles/counties/city _srch.cfm




Training ? | Mo v
Begin Date ! End Date |01 Personal days:
G ¥

A m— JLAB

Personal Vehicle * 0,485 per mile

Training ? | No |«
End Date |01-

Travel Reguirems 1 2 Hours

- 3- 24 Hourg
Personal YVehicle * (B er nuile




Conference Title: @0 acromyns DOE - MOT ting
- . - WOM DOE - MOT kg
Conf Begin Date: Conf F1p0E - img

City of conference: NON DOE - ting

Sponsor: (Inst., Org, Agency) o acRowyms)|
Conference Objective /Focus:|
Reason for Attending:

idle of Talle flenowny: |

Conference Website:

Travel Rennirements J.AR Travelar

Conference Info
Conference Title: Mo acromyms) _
Conf Begin Date: | Conf End Date:| |
City of conference: | |

sponsor: (Inst., Org, Agency) @10 ACRONYLIS)
Conference Objective / Focus:| |
Reason for Attending:

itle of Tallk Gifkenow: |

Conference Website:




ESTIMATED EXPENSES

Travel Requirements
Personal Vehicle * 0,485 per mile
C8A Vehicle Rental Car

AIR
RAIL

ANTLIMO/SUBWAY/
LODGING 4 da
LODGING TAXES FEES, ETC..
PEF. DIEM % 54 per day
REGISTRATION FEE
MEALS PROVIDED Breakfast
BANQUET FEE
EXCESS BAGGAGE
MEETING ROOM
CLERICAL SERVICES
STIPEND
MISCELLANEOUS / OTHFE

Subtotals

Traveler

Mileage | 0 | Cost: $0.00

3 o0
Lunch Dinner $0
i i
§i -
§o -
fo o
0|
IR COR—
$0.00 $243.00
PEEEE Total estimated Cost = $243.00



ESTIMATED EXPENSES

Travel Requirements
Personal Vehicle * 0,485 per mile
C8A Vehicle Rental Car

AIR
RAIL

ANTLIMO/SUBWAY/
LODGING 4 da
LODGING TAXES FEES, ETC..
PEF. DIEM % 54 per day
REGISTRATION FEE
MEALS PROVIDED Breakfast
BANQUET FEE
EXCESS BAGGAGE
MEETING ROOM
CLERICAL SERVICES
STIPEND
MISCELLANEOUS / OTHFE

Subtotals

Traveler

Mileage | 0 | Cost: $0.00

3 o0
Lunch Dinner $0
i i
§i -
§o -
fo o
0|
IR COR—
$0.00 $243.00
PEEEE Total estimated Cost = $243.00



©J GSA - FedRooms - Mozilla Firefox
File Edit Wiew Go  Bookmarks  Tools

Help

(:JEI - |:> - g O @ |m http:ffvmeny, gsa, goviPortal/gsalep/channelview, do?pageTypeld=3821 1&channelPage="%252Fep%:252Fchannel %252 Fgsal V| @ G0 |Gl,aarp travel

Inskant Message | | ‘WebMail | | Peaple | | Fern Cottage - raman... | | About 100% Organic ... | | Farm Fresh - When O... || Welcome ta amishvie... | | Yellow Pages | | Download

| | | Thomas Jefferson Lab Mational Accelerator ... | m GSA - FedRooms |

LS. General Services Adminislratinn§

BUILDINGS

Overview
Airfares {City Pair Programy}
E-Gov Travel
Lodging
Emergency Lodging Services
FedRooms
FarQ
FedRoorms Library
Travel Charge Card
Travel Services Solutions
Emiail Hotific ations, Government

Email Hotifications, Hongovernment

PRODUCTS SERVICES TECHNOLOGY POLICY ABOUT GSA

Home = Services = Travel = Lodging = FedRooms

FedRooms®

FedRooms® provides Federal Travel Regulation (FTR)
compliant hotel rooms for federal government travelers while
on official business. The FTR Part 301-50.6 states when
selecting a commercial lodging facility, the first
consideration must be given to the commercial lodging
facilities under FedRoomsi®,

Best pricesalue: At or below per diem rates; no add-an
fees.

Policy compliant hotels: Fire safelFEMA-cerified.
Flexibility: Cancellation deadling is 4:00 p.m. {or [atar)
on date of arrival; most hotels offer last standard room
availahle rates; no early departure fees

Rates are available using all hooking channels: {(e.g.,
E-Gow Travel Service, travel agency, FedRooms&
wehsite, and hotel reservation call centers). The
FedRooms® rate code, XV, must be entered to get
the program benefits,

Built tough: Dynarmic hotel auditing to ensure the integrity of the programs rates and benefits,

Chuality lodging worldwide...where you need it...when you need it!

Goto FedRooms® (a nongovernment website) for mare information and access our current list
of preferred hotels via the FedRooms® Library.

FedRoomsE - an easierway to a hetter stayl For assistance, contactthe Help Desk at 1 (800)
226-1741.

CONTACTS

GSA Lodging

(8771 836-4553

Fax (415) 522-2815
gzalodyingigss . qoy

= Wigwy Contact Details

Additional Contacts For
= Lodging

e-TOOLS
* FedBizOpps

REFERENCE

= Federal Travel Requlation

(FTRY

TRAINING FROM GSA

= Certer for Acquisition
Excelence

EF| covERNMENT LInKS

http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeld=8211&ch
annelPage=%252Fep%252Fchannel%252FgsaOverview.jsp&channelld
=-16861

/4 start 9§ actuallod.. | BB 21 &) 1




ESTIMATED EXPENSES

Travel Requirements
Personal Vehicle * 0,485 per mile
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AIR
RAIL

ANTLIMO/SUBWAY/
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PEF. DIEM % 54 per day
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EXCESS BAGGAGE
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STIPEND
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Subtotals

Traveler

Mileage | 0 | Cost: $0.00

3 o0
Lunch Dinner $0
i i
§i -
§o -
fo o
0|
IR COR—
$0.00 $243.00
PEEEE Total estimated Cost = $243.00



ESTIMATED EXPENSES
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RAIL
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REGISTRATION FEE
MEALS PROVIDED Breakfast
BANQUET FEE
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§o -
fo o
0|
IR COR—
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Prepayments by Lab

Registration Fees
(55-003)

©

Hotel Deposits

Training Course Fees (45-001 or 45-020)

(44-003)



PREPAYMENTS/DEPOSITS

Jefferson Lab Travel Authorization

Traveler: Kinsey-0'Neal, Carol Trip Number: 8022006001
Citizenship: USA ilof1éd

EXCESS BAGGAGE
MEETING ROOM
CLERICAL SERVICES
STIPEND
MISCELLANEQUS / OTHER
Subtotals $0.00

EEEEl Total estimated Cost = $0.00

Prepayments / Deposits

Registration Fee
e to be Mailed

Address:

Lodging / Other
e to be Mailed

Notes / Comments: 300 Character Limit




Deposits

o
LODGING S.FEES, ETC.. g0
PEF. DIEM £0.00
REGISTRATION FEE o o |
MEALS PROVIDED Lunch Dinner $0
EANQUET FEE 0| G0 |
EXCESS BAGGAGE go g0
MEETING ROOM 0 | g0
CLERICAL SERVICES g0 g0
STIPEND g0
MISCELLANEOUS / OTHER o
Subtatals

0.00

IRl Total estimated Cost= $71.3

Prepayments / Deposits

| Awoumne$pd

Registration Fee

Address:

Lodging / Other
Date to he ©Mailed : Arnount §
Payable To: f

Address: C ) WILL FED-

Notes / Comments: 300 Character Limit



PREPAYMENTS/DEPOSITS

Notes / Commments: 300 Character Limit

la41:1a




SUMMARY

DATE / CITY FURFDSE FOA / SPLIT

To Siterd Ponarerfinl Corvrroarication Skills for
WOt

Cost to Jlah $13
Cost to Traveller

Total Cost $167
Cash Advance Authorized

Cash Advance Requested 'I_ il
(_ ash Advance need hy: I

Traveler a foreign national? || Mo J Tis " I Mone j

E Mlail Dpunns

Print] kain



Cash Advances

- Early reimbursement for prepaid expenses
charged to a credit card payable before travelis
completed.

- Cash to meet expenses while traveling — If
eligible.



SUMMARY

Visa Type: E
E-Iail Options:




